
Welcome to the 
HRIS Application 9.0

Upgrade Training



Purpose of Tutorial

The purpose of this tutorial is to familiarize you with the changes that will occur with 
the HRIS Application 9.0 upgrade that occurs on January 19th 2010. Please review the 
following pages and if you have questions, please contact the HRIS Help Desk at 
602.542.4700 or hrishelpdesk@azdoa.gov.   
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Summary of Changes

The following training document explains the changes that will have occurred with HRIS upgrade to Applications 
9.0. Below is a summary of the HRIS forms that will be modified and also lists the new forms that will be 
available.

Personnel Administration / Human Resources 

• Starters and Leavers (PA223) – New report available

• Length of Service (PA 210) – New report available

• Individual Action – Modification

Payroll

• Drill Around (One Time Deduction & Payment) - Modification

• Standard Time Record (ZR30) - Modification

• Paystub Inquiry (PR51) – Modification

• Agency Retroactive Pay (ZR131) - Modification

Benefits

• Employee Benefit Entry (BN31.1) – Modification

• Employee (HR11) & Dependent (XH13) Medicare Indicator – Modified 



PA210 – Length of Service Report
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HRIS now offers a new report titled “Length of Service Report (PA210). This report is a standard 
report which can be used to obtain data regarding an employee, or group of employee’s length of 
service. The Length of Service Report includes the following information: 

• The date field selected in the parameters
• The  total days in the calculation
• The length of service in the selected format
• Calculation options for various job codes and positions 

For complete training on the new form, please visit our website at http://www.hris.state.az.us/. Click 
on HRIS Job Roles and Training and access your job role then click the reports link at the bottom of 
the page to view the “Length of Service Report (PA210)” training.



PA223 – Starters and Leavers Report
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HRIS now offers a new report titled “Starters and Leavers (PA223)”. This new standard report allows 
users to report on Starters (New Hires), Leavers (Separations) or both Starters and Leavers. 
Additionally, you can limit reports on employees’ to a specific processing group, process level, 
department, or employee group.

Employees can be selected on the basis of specified personnel action codes and/or action reasons or, 
based on their logged hire date/adjusted hire date or termination date.
Further this report allows you to use up to 10 personnel action codes and/or reasons to identify starters 
and leavers. Employee reports can be selected either on the basis of the Effective date of the change or 
the System Date the employee record was actually updated. The System Date option is useful if you 
make many retroactively effective changes. 

For complete training on the new form, please visit our website at http://www.hris.state.az.us/. Click on 
HRIS Job Roles and Training and access your job role, then click the reports link at the bottom of the 
page to view the “Starters and Leavers (PA223)” training. 



XP52 – Individual Action
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The Individual Action form has been modified to allow users to increase or decrease an 
employees pay based on a percentage amount.  When the user selects the "P“ on the XP52, 
they are presented with a new form on which they can indicate the % increase or decrease. 
When the user exits out of the Pay Rate Change (HR79.2) form, the new calculated rate is 
displayed on the XP52 for rate of pay field. 
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1. Open the XP52.1 form

2. Select the “P” icon that correlates with the Rate of Pay

3. The Pay Rate Change Calculator (HR79.2) form appears

NOTE: Continue to next slide



XP52 – Individual Action (Cont’d) 
HR79.2 – Pay Rate Change Calculator
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4. Enter the Percent Increase or Percent Decrease

5. Select Calculate

6. The New Pay Rate will calculate and display

7. Click Done. The HR79.2 will automatically close, and the new pay rate 
will display on the Rate of Pay field on the XP52 form.



One Time Deduction – Drill Around
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A record type description was added to the drill views for one-time deductions. The 
description identifies how the one-time deduction was created; for example, User Entered on 
PR39.1, Arrears, PR80.1, and so on.



Payments– Drill Around
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The Payment Drill Around now allows users to see the most recent checks for an employee at 
the top of the list upon inquiry. This widely requested enhancement makes it easier to search 
for check information on specific employees and eliminates the need to search for the last 
payment received.



ZR30 - Standard Time Record

Page 10

Currently, you can only enter an end date if an employee is in a Pay Status (“PB” or “PN”), 
however, the Standard Time Record (ZR30.1) has been modified to allow the updating of the 
End Date, even if the employee is in a No Pay ("NN" or “NB”) status.  



PR51 – Pay Stub Inquiry 
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The select view on Pay Stub Inquiry (PR51.1) and Payment Replacement (PR86.1) for the 
Payment Number field has been enhanced to display payments in descending order.

Normal business processes are such that the more current payment numbers are the ones 
of interest, so by sorting the select in descending order it becomes more user-friendly. 



ZR131 – Agency Retroactive Pay Calculation
The ZR131 has been modified to include three update options on the Time Record field instead of two.

Update Option Field:  
• Update; Recreate Time Records: Allows user to add time records to an employee and will not 
delete any existing retroactive time records. 

•Report: Allows user to run a report to produce an edit report without creating actual time records

• Update; Add Time Records: Allows user to delete retroactive existing time records on an 
employee record and overwrite with retroactive time records 
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BN31.2 – Employee Benefit Entry
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The Employee Benefit form now allows a user to enter different start dates from benefit coverage 
start dates. Please note, these changes are required and must be entered to process the new 
employee’s benefits. 

1. Open the BN31.2 form

2. Click on the Deduction Tab

3. Enter the Start Date that the employee will begin – please see next page for a chart to assist 
you in choosing the proper start date for 2010

4. Leave Stop Date blank 

NOTE:  These steps must be completed for all plans the Employee is being enrolled in – Medical, 
Dental, Vision, Disability, Supplemental Life, etc.  
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BN31.2 – Employee Benefit Entry (Cont’d)

10/08/1009/18/10

09/24/1009/04/10

09/10/1008/21/10

08/27/1008/07/10

08/13/1007/24/10

07/30/1007/10/10

07/16/1006/26/10

07/02/1006/12/10

06/18/1005/29/10

06/04/1005/15/10

05/21/1005/01/10

05/07/1004/17/10

04/23/1004/03/10

04/09/1003/20/10

03/26/1003/06/10

03/12/1002/20/10

02/26/1002/06/10

02/12/1001/23/10

01/29/1001/09/10

Then choose the 
following Start 

Date:
If EE's benefits 

start on: 

Please use the following chart to determine what Start Date to enter on the BN31. For 
example, if the employee’s benefits begin on 03/20/2010, you should enter 04/09/2010 as the 
Start Date.   

Example: 



HR11- Employee & XH13 – Dependent, 
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HIPAA laws require the tracking of the Medicare status. New values were added to the Medicare 
Indicator field for employees, retirees, & dependents within Benefits Administration. The Medicare 
identifier impacts benefit coverage options and the premium amount. 

The new values are: 

•Medicare Part A and B and D
•Medicare Part A and D
•Medicare B and D
•Medicare Part D

Note: The field will still be defaulted to “No Medicare”



Conclusion

If you have any questions with these changes or any other questions 
regarding HRIS, please contact the HRIS Help Desk at 602.542.4700 or 
hrishelpdesk@azdoa.gov.   


